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20 Augst 1953

PERS )O’\T’\&L DIRECTOR I"III.DRM\IDUH 0. 66-53

SUBJECT: Persormel Office Reorganization & !bve to New Iocation

1. The ez*pan:}.zatlonal structure presented in the chaz'b on
Page li of this memorandum will become offective when the physical
rovenent of the Personnel Office to its new location in Curie
Hall is completed, or on Tuesday, 1 Septenber 1953, whichever
- oceurs first. ' '

2e It should be noted thet the Research, Plaming & Carger
Development Staff which was estoblished by FDE Wo. 56~53 and
which became effective on 1 Auvgust 1953, has been re-named as the
Flans, Research and Developnment Staff although its funetions and
internal organization remain the sanme.

3. This memorandun also sets forth the parsomel assign-

ments and the functional statenents effective under the new
organization.
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5. The following are functional statements outlining the major
duties and respousibilities of the Assistant Director (Personnel),
the Personnel Director and the various stoffs and divisions of the
Personnel Office under the new organizational structure:

Assistant Director (Personnel)
Personnel Directacr

Responsible for the development and adninistruation of an Agenoy-
wide personnel program including:

a. The fermulation and recommendation of policies, reguls-
tions, and standards which shall govern the sdministration of
personnel throughout the Agency.

bo Advising and assisting administrative and operating
officials on all metters of personnel administration.

c¢o The ingpection, review and evaluation of all phases of
persomel management activity wherever performed in the Agency,
for compliance with policies,; regulations, and standards, and
for adsguacy of personnel programs at all levels of the Agency.

d. Representing the Agency on civilian and military per-
sonnel matters to the U, S, Civil Service Comsission, the
Selective Service System, the Department of Defense, the Federal
Personnel Council;, and other Agenciss as may be designated.

e, Conducting research in the field of personnel manage-
ment as required in support of operational programs.

f. Providing persomnel services for the Agency includings
(1) Position classification and wege administraticn.
(2) Procurement and placement of personnel for all

components of the Agency.

{3) Proficiency and aptitude testing and evaluation of
applicants and employees for eligibility and suit-
ability for employment with the Agency.

(L) Procurement and assigmment of military and other
IAC persennel to the Agency, and aduministrative
operations in connection with these details.

{5) Preparation of appropriate personal service con-
tracts for all components of the Agency.

{6) Administration of a program for holding personnel
for eventual assignment to cperating components
of the Agency.
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(7) Staff assistance to Agency officials in the
Adninistration of the Agency Career Service
Program, including secretariat and other admin-
istrative services for the CIA Carcer Service
Board. '

(8) An inwservics promotion progrea te bring about
maxizmm utilization of the skills and ebilities of

' persomnel already in the Agenoy,

(9) A program of personnel relatioms activitiss in-
cluding counseling and eaployee services,

(10) Establishment of special monatary ellowances and
differentials for overseas personnel as required.

(11) ' Operation of a central processing service for
personnel performing official travel.

(12) The recording of all persomnel trensactions, mein-

‘ tenance of perscnnel files, and a position control
system. _ :

(03) A program involving the compilation and presentation
of comprehensive personnsl statistical data for use
- by all components of the Agency.
(14) - Administration of designated commercial life and
medical insurence programs for the benefit of all
* Agency personnel. '

.80 Providing necesvsary personnel services for the National
Seourity Council.

Plans, Research eng
Development Staft™

. Reaponsible for providing staff support and edvice to the
Assistant Director (Persomnel) and other Agency officials on all phases
of personnel management ineluding the CIA Career Service Progran; for=
mulates recommendations of personnel policies, regulations and stand-
ards; develops and coordinates legislative, budgetary, procedural and
reporting requirements; surveys, reviews and reports on all phases of
the persomnel programg performs secretariat and certain adninistrative
services for tho CIA Career Service Board and its Panels and Special
Boards and certain administrative services for component Caveer Ser-
vice Boards; plans and conducts research on Agency persomnel manage=
ment problemss plans, develops and conducts studies of Personnel
Office objectives, organization, staffing, operating procedures and
special mansgement projects; maintains statistical records and pre-
pares statistical reports as required; performs miscellaneous opera-~
ting or aduinlstrative tasks as designated by the Persomnnel Director.
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Szécial C:ont.:ram:%iE Allowanoes
TOCess

Respensible for recormonding policy standards govesrning Agancy
conbracts for personal services and certain othar special cantrscts
roquired in support of covert operationgy for drefting and prepar

I ration with the 0ffice of the Gevsral Counsel;

guch eou-

being the central office of raecord of the Agency Iox @

traocts allowances and differentials’and reviewing such documents
periodically, making changes as may be desirable or required by local
conditionss and for the complete processing of all porsoanel actions
involving staff agents.

Plecement and Utilisation Divislon

Responsible for a comprehensive progran of initial personnsl
salection and inescrrice assignments. participates in the development
of over-all personnel policies, procedures, standards end regulationss
assists and advises operating officials concerning personnel utiliza-
tion and development including assignment, rotation, evaluation and
promotion; reviews and spproves personnel actions in conformance with
Agency policles and regulations; codes applicant files for which there
exists no immediate requirament.

’ Placemejnﬁ Branch

Operates a corprehonsive personnel sslection a’.ﬁd» inegervice
placenent program within the Agency. :

Testing and Evalustion Branch

Conducts a progran of proficlency and aptitude testing and
evaluation with the exceptlon of those services which are the specific
responsibilities of the Assessment Staff and incluvding the selecting,
devising and validating of tests and other technignes to indicate
aptitudes, knowledges, skills, abilities, interests and personality
4ralts; assists in the development of specific tests designed to de-
ternine whother an individual satlsfactorily completes prescribed
courses of training.
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Interim Assigmnent Branch

Operates a program for holding clerical~type perso: pcnd-
ing thelr final clearance and demonstrated proficiency 1'

quent. assignment to operating components,
Personnel Progurement Division

Reaponsible for providing a program of ponnnad proourenent
services including planning, coordinating and direoting programs for
developing, locating and drawing upon sources of persomnel to keep
the Agency adequately staffed; participates in the development of
over-all persomnel policles, procedures, standards and regulatiocnsg
maintains effective relationships with other componentas of the
Personnel Office and opersating officials to be continually informed
of current and anticipated personnel requ:lrements -and of ocurrent
requisitions for personnel.

Clerical Recruitment Branch

Operates a program for the recruitment of persornel to meet
Agency clericel needs.

Departmental Recruitment Branch

Operates a program to interview and screen applicants apply-
ing locally for Agency employment.

Specialized Recruitment Branch

Operates a program for the recruitment of personnel to meet
Agency specialized, technical or covert needs., ,

Militery Personnel Division

Responsible for providing service in the procurement, assignment,
administration and disposition of military personnel detailed to the
Agency from the Department of Defensej participates in the develop-
ment of over-all personnel policies, procedures, standards and regu-
lations; conducts necessary liaison with eppropriate components of
the Department of Defenses and prepares and maintains the necessary
records pertaining to military personnel.
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Classification and Wage Division

Responsible for providing an Agency<wide progrem of personnel
service in position classificetion and wage administraticng partloli-
pates in the developmant of over-all personnel policies, procedures,
standards ond reguletions, allocates Agency and Rational Security
Council positiens, develops classification standarda and qualifica-~
tion requirements, perforas wage administration sctivitice governing
al). departmexntal and field positionsy and provides evaluation services
end guidance pertaining to salaries of various Assoclate Persomnsl.

Covert Branch
Operates a classification and wage administration program includ-
ing the allocetion of positlons in such components of the Agency as
are designated by the Assistant Director (Perscmnel).
Overt Branch
Operates a classification and wage administration program includ-
ing the allocetion of positions in such components of the Agency as
ars designated by the Assistant Director (Perscmnel).
" Surveys and Standerds Branch

Plans and directs position armalysis surveys on an organizational
or an eccupational basils to develop complete and sccurate information
concerning departmental and field pesitions including position des-
eriptions, position stendsrds and qualification requirecents.

Processing and Records Division

Responsible for processing official personnel actloens and maine-
taining official records of Agency personnel activities including
persomnel actions, correspondence, applicant and employee files;
participates in the development of over-sll personnel policies, pro-
cedurcs, standerds and regulationsj also respomsible for the opera-
tion of a central processing service for personnsl performing
official travel. o
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Trensactions and Records Branch
Processes all official persommel actions, and meintains all
official personnel records including applicant files, employee

files, the position inventory and an index of personnsl qualifica~-
tions. ‘

Correspondence Branch

Prepares correspondence to applicants, emplayees, and others
requiring replies. _

Central Processing Branch

Operates a central processing service for personnel perforning
official travel.

Employee Services Division

Responsible for providing a comprehensive personnel relations
and services programj participates in the development of over-all
personnel policies, procedures, standards and regulations; provides
personnel counseling, housing, welfare and financial services and
gperates a comprehensive insurance progran for Agency personnel.

~ Counseling Branch

Conducts a program to orient new employees to the general par-
sonnel policies of the Agency and available personnel services H
provides persomnel counseling to assist Agency personnel in the
solution of personal problems which influence their effectiveness
at work; conducis pre-exit and exit-interview programs to determine
causes of personnel turnover, to salvage desirable personnel, and
recomnend corrective actlon where trends or conditions indicate.

. Insurance and Claims Branch

Operates a comprehensive program including life, health and
accident insurance, retirement, and employee compensation for Agency
persconnel includings the issuance of insurance policies s collection
of premiums, adjustment of claims, and liaison with underuriters, the
Civil Service Commission, and the Bureau of Employees Compensations

and performs related information services. = -
" Services Bramch

Operates a program oi‘ financial & other services including hous-~
ing essistance, social & welfare services for employees & their famil-
iesy conducts fund raising campaigns & drives within the Agency .
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